RECORDS RETENTION AND DISPOSAL SCHEDULE

DEPARTMENT OF GENERAL SERVICES

Schedule N0.£ fé/

RECORDS MANAGEMENT DIVISION

Page 1 of 2

Agency Division/Unit
Washington County Airport
Item No Description Retention

1 Invoices/payables, statements, P.O. Retain for three (3) years and
Billing files until all audit requirements have
-contains but not limited to: receipts log, yellow finance been met, then destroy.
tickets, commission statements, correspondence, invoices, T
hanger inspection forms
Budget/revenue reports - computer generated
-contains but not limited to: capital projects funding detail,
expenditure transaction reports, revenue transaction reports,
budget balance report, general ledger, trial balance, revenue
report, final budget report

2 Engineering drawings/plats: airport property plans, master Permanent. Transfer
plan, runway and hanger plans periodically to the MD. State

Archives.

3 Service agreements/maintenance contracts: correspondence, Retain for life of contract plus
brochures, part manuals, work orders, instruction books, P.O., | five (5) years, then destroy
requisitions, statements

4 Capital improvement project files/budget: budget reports, Retain until project is completed
project request forms plus ten (10) years and until all

audit requirements have been
fulfilled, then destroy.

5 Minutes of airport commissions meetings: minutes, budget Permanent. Transfer

documents, long range plans, correspondence

periodically to the MD State
Archives

Approved by Department, Agency or Division Representative

Date June 21, l€9 Date
Signature ;0“, \ i \x\\-\“ Signature
Type Name Joni ‘L. Bittner

Title

County Clerk

Schedule Authorized by State Archivist

JuL 2 0 1999
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)

Schedule No. C Yé/

Page 2 of 2

Item No Description Retention

6 Equipment maintenance files Retain for life of equipment plus
-contains but not limited to: daily field condition reports, three (3) years, then destroy
equipment maintenance records, parts and instruction
manuals, specifications, correspondence, vehicle inspection
reports

7 Administration/safety files Screen annually.” Destroy
-contains but not limited to: lighting, paints, safety material having no further
requirements for power equipment, wind cones, deicing, administrative, fiscal, legal or
airport security, runway light markers, correspondence, operational value. Retain
drawings - permanently any material that

. serves to document the origin,
Employee safety/fire and rescue training development and
-contains but not limited to: safety policies, employee accomplishments of the
training, driver training, safety equipment information, department. Transfer
brochures, correspondence, training schedules, forms periodically to the Maryland
Archives.

8 General files “Screen annually. Destroy
-contains but not limited to: correspondence, EEOC material having no further
information, airport statistics, brochures, appraisal reports, administrative, fiscal, legal or
sales agreements, news articles, presentations, magazines, operational value. Retain
business directories permanently any material that

serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
Archives.

9 Grants Retain for five (5) years after

-contains but not limited to: agreements, application for
federal assistance, correspondence, request for

reimbursement, description of property, grant payment record,

specifications, invitations to bid, addendum, site drawings

_close of grant and until all audit

requirements have been fulfilled,
then destroy.




(NSIRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
. RECORDS MANAGEMENT DIVISION
7275 WATERLOG ROAD
PO BOX 275 - JESSUP MARYLAND 20794

1. DEPARTMENTIAGENCY

Whmat Co.

2. DIVISION

/%/()4/*7"

DEFINI

N . Racords Serles - A group of relatad racords normally filed and used as a unit for reference as

well as rotention and disposition purposos g g

RSN ) s gy

F3

5. EARLIEST YEAR / LATETEST YEAR ' j@,

6. RECORD SERIES DESCRIPTION ( Buefly descrte the lypes of ilormation/documentsiforms found 1n the Sertes

fWﬁé/g Sy Bress 5 7

Incluge the putpose of funclien of the Series)

St PO

s

7. RECORD 1ES FORMAT(S) 8. RECORD SERI EQUENCE 9 VOLUME /
- Fie Drawer(s)
Leter Size Q Mictonim Alphatelicat a Miicrofilm Reel (si
O Computer Tace {s:
0 Legal Size o Computer “zce G Numencal 3 O Cther {Specily)
Q Bound Book a Floppy Qisk a Chronolog:cal Number &A/ (e /@,’9
a Audo Tape O Video Tace T Geograchica! 10. ANNUAL ACCUMULATION
o Fide Orawer (s}
0 Ottar (SDECI’Y) O Other {Specity} o Microlilm Ree! (s}
a Comguter Taoe(s)
a Other {Spacily)
L Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily a Weskly 3  Monthly a  Month{s) a  Yeas)
Number
13. CURRENT LOCATION(S) {Bldg . Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes specify agency or olfice)
% % %//7 o Yes o No
15. ACCESS RESTRICTIONS (if yes cite law(s} & reguiation(s) 16. AUDIT REQUIREMENTS
G Yes a No O None o Slate O Fegeral D Independent

17. IS AN INDEX SYSTEM USED? (If yes exoiain onetly and

« =~ e any hardware/software)

[

‘es o Mo

RECOMMENDED RETENTION

il %—/ %f
beew frlpped

//d 7/“

3 s el
L7 ) E a1 RS Je]
2 Df:ff 7 P,

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBE!

21. DATE

06GS S50 4 ZTensed 1/93)




INS[RUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION
SCHEDULE (OGS 550-1) .

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
PO BOX 275 - JESSUP MARYLAND 20794

. 1. DEPARTMENTIAGENCY

Wi oR L o,

2. DIVISION

DEFINITION - Rocords Serles - A group of related records nofml(y filod and used 23 a unit for relerenca as

DR per 7 |

well as retention and disposition purposes. . -

4. RECORD SERIES TITLE

>

‘ W 10 CM/’}é’!Aﬁj—

S. EARLIEST YEAR ! LATETEST YEAR

y

Cor18]5 2 LT 7
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6. RECORD SERIES DESCRA’ION ( Buefly descrbe the lypes of wlg auonldocunlemsl(or.ms found n the Seres

%’?"Z/Mf /2

Chbro FipneeTIeKETS « CHapI/ss / Sa]

XN E -
d

Include the purpose of {unclicn of the Senes)

-z Kere) %
/S
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7. RECORD SERIES FORMAT(S)
~ler Size a

8. RECORD SERIES SEQUENCE

9. VOLUME /
Fie Drawer(s)

Mictotlm Alphateficas J 0 a Mwcrofim Reel (s)
O Computer Tace {s
O Legal Size a Computer Tzce G Numernical # O Cther (Specily)
0 B2und Book a Floppy Disk O Chronolog:cal Number CZ(, ﬁ/‘
0 Awdo Tape Q Video Tace O Geograchica) 10. ANNUAL ACCUMULATION
. o File Drawer (s}
O Other (Specify) Q Other (Spectty) O Microlilm Reel (s)
O Computer Taoe(s)
W é a Other (Specity)
e Number
11, FILE IS USED , 12. FILE BECOMES INACTIVE AFTER
o Daly O Weskly 0 Monthly 0 Month(s) a  Years)
Number
13. CURRENT LOCATION(S) (Bidg. Floor. Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
p—
/ E /7p (} / a  Yes O No
15. ACCESS RESTRICTIONS (If yes cite law(s) & requtation(s) 16. AUDIT REQUIREMENTS
U VYes 2 No o None a Slate O Fegeral a independent
17. IS AN INDEX SYSTEM USED? (If yes expiain onetly and 18. RECOMMENDED RETENTION
«merpe any hardware/software) )
o es G Mo
19. NAME ANO TITLE OF PREPARER TELEPHONE NUMBER 21. DATE

20.

L3S $50 4 Tmased 1/93)
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SCHEDWLE (0GS 550.1)

4] ~ [YPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION

RECORDS MANAGEMENT DIVISION

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY: ©

7218 WATERLOO ROAD

PO BOX 275 - JESSUP. MARYLAND 20794 * Page ol

1. DEPARTMENT/AGENCY

ﬁé/ﬂﬁp}//p

2 DIVISION . 3. UNIT

%fﬁﬂﬂf?”

DEFINITION - Rocords Serles - A group of related ucords normllly filed and veed 23 2 unit for reference as

wall as retention and disposition purposes.

4. RECORD SERIES 1ITLE

S. EARLIEST YEAR / LATETEST YEAR

4 %p pr = % o CUTELT

Lomy
%@Qﬁ/ﬂ/ﬁ e

eper 72

6. RECO/SERIES DESCRIPTION ( Bneﬂy descrte the typ
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es of ifform nonldocumenlsﬂorms found n the Senes  Incluge ihe purpose or functicn of the Series} > s

%—/ i e /gﬁp/’/@ 2 /S /fl?
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7. RECORD SERIES FORMAT(S)

m a Micrefim

0O Cttar (Specily)

0 tejal Size a Computer Tzee
W O Floppy Orsk
a Awdo Tape a Video Tagce

Q "Alphateticar © Microfilm Reel (3)

umencal 0 Cther {Spez:ly

8. RECORD SERIES SEQUENCE 9. VOLUME /
L e Drawer(s)

o Computer racn s

"0 Chronologieal o Number M, F?

O Geograchical 10. ANNUAL ACCUMULATION
. - 0 Fite Drawer (<)
O Other (Speciiv) O Microfilm Ree! (s1

Number

. . o Comguler Tape(s)
, z>% . , O Other (Specily)

s
1. FILE IS USED '

0 Daly 0 Weekly

a  Monthly

12. FILE BECOMES INACTIVE AFTER

O Month(s) o Years)
Number

13 CURRENT LOCATION(S) (B!dg., Floor, Room)

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes, specily agency or office)

o Yes i o No

15. ACCESS RESTRICTIONS (If yes. cite lawis)

U Yes

% requiation(s)

g Ne

16. AUDIT REQUIREMENTS

o Noﬁe 0 State O Fegeral O Independent

N

emvrte any hargware/software)

..

17. IS AN INDEX SYSTEM USED? (!f yes. ex;an crelly and

‘es C Mo

18. RECOMMENDED RETENTION

PR i

18. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21, DATE
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(HSIRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICESH IR WAGENGY,
REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION RECORDS MANAGEMENT omvision T

SCHEOULE (OGS 550-1 7275 WATERLOO ROAD
PO. BOX 275 - JESSUP MARYLAND 20794 *© Page

""‘t@" 7
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1. DEPARTMENT/AGENCY 2. DIVISION - 3. UNIT

M%A//%f ) (P Py

DEFINITIO(Records Setles - A group of related records normally filed and used 23 2 unit for reference as well as tetention and disposition pu'rp’biisu'

4. RECORD SERIES TITLE f/(%//)'&/(/?// s{)//— /5 EARLIEST YEAR / LATETEST YEAER" .
/27D 10
// % /<7 P2 e LU TERTT

6. RECORD SERIES DESCRIPTION ( Buelly descrite the types of ifformation/documentsforms found in the Series  Include the purpose or functicn of the Senes) -

YizperT ¥ %/%//67‘ /?//%/425 A2y 17 (Gl Ltz
+ #}W/ﬁ Y/ mzﬁ

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
- O Fie Drawet(s)
O Leter Size a Microfilm O Alphateticat o Microfilm Reel (s}
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11. FILE IS USED , 12, FILE BECOMES INACTIVE AFTER
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Number
13. CURRENT LOCATION(S] (Bldg . Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

ﬁ% ﬁf‘//— o Yes o No ﬂ

4
15. ACCESS RESTRICTIONS (If yes cite law(s) & reguiation(s) 16. AUDIT REQUIREMENTS

¢ Yes a No a None a  State a Fegeral O Independent

17. IS AN INOEX SYSTEM USED? (If yes. exoian onelly and RECOMMENDED RETENTION é%/() / 4/; EF_“Q
o pe any hargware/software) A
Py 7 w
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19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
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SCHEOULE (DGS $50-1)

(NSIRUCTIONS — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
_ 7215 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

1. DEPARTMENT/AGENCY

WS hix 7500 (D

2. DIVISION

DEFINITIO}/Records Serles - A group of related records normally filed and used as a unit for r’o!eunca as

/4{;@//‘7“

wall as retention and disposition purposes, . ..

4. RECORD SERIES TWTLE (&5 ¢=f j7 A=

MenJ; LoaTBa)=

5. EARLIEST YEAR / LATETEST YEAR

)92/ mmrféwff

§. RECORD SERIES DESCRIPTION ( Baefly descrite the types of ifformation/documentsforms found i the Seres Incluae the purpose of funclicn of the Sertes)
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7. RECOROD SERIES FORMAT(S)
o~ter Size

0 Microtdm

8. RECORD SERIES SEQUENCE
phateticat

3. VOLUME /
File Drawer(s)

O Microfim Reel (s)
O Compuler Tace {s!

Number

G tegal Size o Zompuler Tzce G Numerncal éz O Ciher (Specily) =
=und Book a Floppy Otsk G Chronalogrcal Number % ﬁ:—_

0 Auwdo Tape O Video Tace O Geograohica! 10. ANNUAL ACCUMULATION
O Fie Orawer ()

a Otter (Specily) O Other (Spectv) O Mcrofim Reel (s)
0 Comguter Tape(s)
G Other (Specify)

o Number
11. FILE IS USED , 12. FILE BECOMES INACTIVE AFTER
O Daiy O  Weekly a Monthly o] Month(s) O Year(s)

13. CURRENT LOCATION(S) (Bldg, Floor, Room)

WK %r‘/’/

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

a  Yes

{If yes. specify agency or office)

a No

15. ACCESS RESTRICTIONS (If yes cile laws! & requiation(s)

o VYes a No

16. AUDIT REQUIREMENTS

O None 0 Slate

o Fegeral

Q0 Independent

17. IS AN INDEX SYSTEM USED? (f yes. exotain oneily and
<= te any hardaare/software)

is

‘es

18. RECOMMENDED RETENTION
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19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMEZ{

21. DATE
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INSIRUCTIONS - IYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7775 WATERLOO ROAD
PO BOX 275 - JESSUP MARYLAND 20784

o AGENCYIRECORDS]
i P "
N AL

Page .

1. DEPARTMENT/AGENCY,

2, DIVISION
’

PperT

3. UNIT

DEFINIFION - Rocords Serles - A group of related records norm;{y filod and used as 2 unit for refarence as well as retention and disposiion pfnpous.

4. RECORD SERIES TITLE /) #/9 /,72_2 //{60”9’/5/7/5/&7_-

5. EARLIEST YEAR f LATETEST 'YEA‘R

JGF3 o Cr T

FedeeF F/Tké / 5//;4&7/

6. RECORD SERIES DESCRIPTION ( Buelly describe the types of wormation/dodumentslorms found in the Series  fnclude the purpose of functicn of the Senes)
%//W@W%; W AT Fegues ; fg%%ﬂé”‘%
A ;ﬂr % /507/ /@ @ ~

4

7. RECORD SERIES FORMAT(S)
~ler Size o Mcroiilm

O Legal Size o Computer Tzce
0 Bzund Book a Floppy Disk
Q Audo Tape a Video Tape

O Ctter (Specily)

Y

8. RECORD SERIES SEQUENCE
0O Alphateticas
umernical
0 Chronolog:cal
O Ceograohica!

a Other (Specity)

D=

9. VOLUME /
Fie Drawer(s)

o Microfilm Reet (s)
o Computer Tace {s:
O Cther (Spezily)

/
Number éL/r /57/__‘

10. ANNUAL ACCUMULATION
O Fide Orawer (<)
0 Mecrofilm Reel (s}
O Comguter Tapels)
a Other (Specidy)

Number

11. FILE IS USED

o Daly O Weskly 3 Monthly

12. FILE BECOMES INACTIVE AFTER

s]
Number

Month(s) o Year(s)

13. CURRENT LOCATION(S) (Bldg, Floor. Room)

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes, specify agency or office)

o Yes g No
15. ACCESS RESTRICTIONS (lf yes cde law(s} & requialion(s) 16. AUDIT REQUIREMENTS
¢ Yes a No a  None a Slate O Fegeral Q Independent

17. IS AN INDEX SYSTEM USED? (If yes exoiain cneily and
« =w e any hardware/software)

.

‘es G Mo

18. RECOMMENDED RETENTION Refjg_ }() %MZ %‘&7’75
E w2z /&7‘24)@/»/; JO %-/3/4/3 ﬁ/o%{ML“
W Hady] Firorayie 7= e b
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19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER /

L4

7

21. DATE
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INSIRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION

SCHEDULE (OGS $50-1)

OEPARTMENT OF GENERAL SERVICES
AECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO BOX 275 - JESSUP, MARYLAND 20794

" AGENCY RECORDSIENY GWY

n‘

Page . of

1. DEPARTMENT/AGENCY
/Zﬁ L//WL 5oL

2. DIVISION ¢

KB or 7

3. UNIT

OEFINITIO/ Records Serles - A group of related records normally filed and used as 2 unit for reference as

wall as retention and disposition purposes,

4. RECORD SERIES TITLE

Méﬁ”;ﬁ

MINMTZS 2 BT s o

§. EARLIEST YEAR / LATETEST YEAR

/ ﬂroé{/@f

6. RECORD SERIES DESCRIPTION { Briefly descrite the types of mroxmallonldocumenlsllorms found n the Series

WMni1es ofF Conmriassn> HET%

«5//%%7;%%%#2— ZWV

Incluae the ourpose of fu
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7. RECORD SERIES-FORMAT(S)
eler Size

8 RECORD SERIES SEQUENCE

9. VOLUME /
e Drawer(s)

O Micronlm Q Alphatelicat O Microfilm Reel (s)
O Computer Tage {s!
D Llegal Size o Compuler “zce umerncal 3 O Cther {Spacify}
a Bcund Book a Floppy Disk © Chronalogecal Number W FZ__
Q Audo Tape Q Video Tace a Geograohical 10. ANNUAL ACCUMULATION
. O Fide Drawer (<)
0 Otrer {Specily) C Other {Specity) O Microfim Reet (s
O Computer Tape(s)
% a Other (Specily)
A Number
o« T
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daly O Weekly a  Monthly o Month{s) a  Years)

Number

13. CURRENT LOCATION(S) (Bldg , Floor, Room)

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(1t yes. specify agency or office)

WK T o X
15. ACCESS RESTRICTIONS (if yes cie law(s) & reguiatian(s) 16. AUDIT REQUIREMENTS
¢ Yes a No a None a State O Feceral G Independent

17. IS AN INDEX SYSTEM USED? (If yes. expiain onelly and
w=vrpe any hargware/software)

féf” od 142
/ﬁ/éfz‘g/

RECOMMENDED RE.ENNONPKPM#/(/&Q/ / W—\

19. NAWE AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE
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4 ¢ le on PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SENVICES AGENCY 825201007 nvEnrdny
REVIS(O RECORD ssmu FORWARD WiTH nsconoi AETENTION AECORDS MAMAGEMENT DIVISIONH o
'd!W“ m’ ’” " R ' 1218 WATELOD ROAD e
' \ L ‘ ' PO. BOX 275 - SESSUP. MARYLAHD 30791 Page _ _ .
i, DEPARIMEN!IAGENCY% mwslou 3. UNIY
l DEFI“IYION/Roco:ds Setles - A group of related records novm-lly filad and uaed 31 3 unil for talarence as wall as retanfon snd diaposition purposer,

4. RecORO SERlES IIILE

E%m/ﬁe&f /%%///ﬁ/f F/_

5. EARUIEST YEAR / LATFIEST YEAR

C. RECORO SENES OESCRIPTION ({ Brielly déscrte the types of information/documentsforms found i the Genes
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8. RECORD SERIES SECUENCE

9. VOLUME

IJ vier !hi a Merelim h iphatetieai €1 Meepstitn (eel (q)
' . 1 Corpater Tara fge
© O et Size O Computer Tece S Numercal J o Cther (Seesty)
(o] B'.md Booi( ; O Floppy Disk 0 Chionolog-cat Huvnbel W
o ‘”0 IQDQ O Video Tage fa ] Geoqmnh((gl 10. AHNUAL ACCUNMBLATION
. 0 file Qraner {7)
© Ottai {Speciy) QO Other (Speciiv) I € Merteblm Beet (5)
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1. FLE s USED ' ; 12, FILE BECOMES IMACTIVE AFTER
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Number

12 CURRENT LOCATION(S) (BIdg . Floor. Room)

14,

IS RECORD SERIES DUPLICATED FUSEWHERE?

{If yes. specily ananey e oltics)

wi=ecoe 3ny hardware/sollware)

%W MHhI- & @ e - " e
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15. ACCESS RESTRICTIONS (If yes. cite law(s) te;walion(s) 16. AUDIT REQUIREMENTS
© o Yes a .No a HMone o State 0 Fegmal 0 Indaeendent
17. 1S 21 INDEX SYSTEM USED? (If yes. exoiam oneﬂy and 18. RECOMMENNED RETENTION
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i tay o o '
| GZrenr PesTro. _
1. HAVE AND TITLE OF PREPARER 4 DAIE
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INSIRUCTIONS - IYPE OR PRINT A SEPARATE FORM FOR EACH NEW - DEPARTMENT OF GENERAL SERVICES
REVISED RECORD SERIES FORWARD WITH Recoaos RETENTION RECOROS MANAGEMENT DIVISION

SCHEDWLE (0GS 330-1 " 7275 WATERLOQ ROAD
_:PO. BOX 275 - JESSUP. MARYLAND 20794

1. DEPARTMENTIAGENCY 2. DIVISION -

M/}/yﬁx)é’p | ﬁ;ﬁgﬁ"‘

DEFINITIOYA Racords Saclas - A group.of related records normally filed and used 21 a unit for relerence as well as relention and dlsposition putpoeses. ‘

4. RECORD SERIES TITLE '5. EARLIEST YEAR / LATETEST 'YEAR

%/M%%@Za%/— A

6. RECORD SERIES DESCR!PTION ( Briefly descrite lhe tyges of informatio documenlsllorm found n the Series lncluc= the pu:pose or functicn of the scne;)

CowIR 2, 47 - 7 7 9 L/ / / 722 é -
/7]%77//7%///5/776//- /%j» / == E - za;/pf‘ d
72 &m@ Dy ; #rpery 2 s
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7. RECORD SERIES FORMAT(S) 8. 'RECORD SE SEQUENCE 9. VOLUME / .
: _ . : 4 Diawer(s)
wler Size

O Microilm P Alphabelicat o . a Microfilm Reel (s)
: ’ a Computer l’ac
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